Olabiyi joseph 

No. 1 kamzo gra , Kaduna. 

Mobile: +2348167559213, 
Email: 


olamilekanolabiyi@gmail.com 


PERSONAL INFORMATION 


Sex: Male Date of Birth: 22 may , 1997 
State of Origin: Oyo L.G.A: Iwajowa 
Marital Status: Single Nationality: 


Nigerian Place of Birth: Kaduna 


OBJECTIVE: To engage in a competitive environment where my skill and 
potential can be fully utilized, for the growth and success of the organization. 


ACADEMIC BACKGROUND: 


° 2017- 
2019 
* 2011- 
2013 
° 2009- 
2011 
* 1999- 
2004 


Nuhu bamali | Polytechnic zaria. 


HND computer science 
Lower credit 


Nuhu  Bmalli Polytechnic, Zaria, 
Kaduna. 


National Diploma in computer science 
Lower Credit. 


Great standard Secondary School, 


No , P.O. BOX 10660 
Kaduna. 
Secondary School Certificate (SSCE). 


West African Senior School Certificate 
(WASSC) 

Nasarawa Baptist Primary and 
secondary School zaria Kaduna state 
Primary School Certificate (PSC) 


TECHNICAL SKILLS 


e Proficient in Microsoft Office tool. (Word, Excel and Power Point) 


e Use of Internet and Good reasoning. 


e Team work, Good knowledge 
management. 


in Risk assessment techniques 


and 


e Listening and taking direction quickly, maintaining tactful and 
professional conduct with excellent writing and verbal skill. 


WORK EXPERIENCE 


2020- till date: United Bank for Africa Kaduna state 
(North 1 Yakubu Gowon Kaduna State) 


(Fx teller ) 


Cash deposit and withdrawal withdrawall ( naria and domilacy) 
Fx transaction IMTO ( wester Union, money gram, ria ‚africash ) 
Fix deposit 

Bank draft 

Front collect ( other bank clearing ) 


2015 - 2017: Silver platter Events Management company, Lagos 
state. 


(Administrative Officer) 

e Oversee schedules for all executives and manage booking for 
conference rooms and group workspaces. 

e Work with HR department to facilitate recruitment drives, including 
setting up and running a booth at local career fairs. 

e Train new administrative interns in office management procedures 
and schedule on- the-job mentoring with multiple departments. 

e Maintain and improve online databases of client accounts and 
external vendors, including updating information when 
necessary. 

e Created a new system for following up with potential clients in 
an efficient and effective manner. 


2012-2012: Student industrial training scheme (SIWES) Kaduna 
State Media Corporation (KSMC), Kaduna. 
(Reporter) 
e Compiled publication and created awareness for the company 
(KRPC) and its community host. 
e Identified the needs of the community host and strategies on a plan 
to make it work. 
e Tour guide to students, companies under excursion 


HOBBIES: 
Research, Traveling, Reading, Writing, Community development. 


REFEREES: To be provided upon request 


Cover Letter 


No. 1 kamzo gra , Kaduna. 


Dear Sir/ma, 


| am interested in applying for the position stated above with your organization of 
which | came across on internet. Having researched into your organization | have 
found your developmental strategies intriguing and your ideas novel in promoting 
Nigerians in the society thus helping the Nigerian economy. The platform you provide 
gives me an excellent opportunity to contribute to the organization. 


In the past, | have gained a lot of experience in working with private organizations. | 
bring strong sets of skills which include excellent presentation, listening and consulting 
skills this is coupled with my in-depth understanding planning persuasive approaches 
that would bring new clients, building relationships with clients. My previous careers 
have imbibed in me a spirit of team work, respect and timeliness in problem solving. 
This makes me a very dependable, dedicated, resilient individual which | believe will 
help me excel in my position. | am confident that with little guidance | will carry out my 
responsibilities diligently and successfully. 


With my past experiences, knowledge, flexibility, and willingness to learn, | can really 
contribute a fresh, productive, and unique perspective to your already impressive 
organization. Thank you so much for taking the time to read my cover letter and 
resume, and | hope it will result in an interview so that | can further explain my 
experiences in person, and learn even more about your organization. 


Thank you again. 


Yours sincerely, 


Yours faithfully 


OLABIYI JOSEPH 


